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27 Pebruary 1961

Records Management Staff Participation in Flood Alert

1. %You requested s 'm;m'z on the extent of the participation
of the Records Management Btaff in plans 1o evacuate records in the
event of a £lood and any ideas we have for future guldance.

2. Our entire participetion was from & general records
maeagenent Interest in protecting the records of the Agency. Qur
specific participation was as follows:

a. Mexbers of my Bteff and I personally contected Ares
Becords Offices in those components of the Agency which would
most likely be affected by the flood. e advised thenm to
review their Vital Becords fchedules and rake sure that the
transfer of records to the Viiel Records Repository wes
eurrent.,

b. All Area Records Officers were advised that this
would be & good opportunity to see if their records control
schedules were beling followed as originelly intended; nanely
are records belng destroyed at Hesdquarters, or are they
being transferzred to the Records Center as agresed upon.

¢. Arrvangemants vere made with the GSA to supply the
Agaocy with 15,000 sdditional Records Center boxes for the
packing of records shich may have to be moved ocut of the flcod
eres. The Supply Division, Office of logistics was advised of
this arrangement and they, in turn made arrengewents for the
Paysical transfer of these Records Center boxes to the Ageney
Supply Systen vhen needed.

4. The Records Center W& to recelve and store records
wnder unconVentional methods and to defer sccountability until
after the flood scars subsides.

a. The Records Centar Staff was advised that it may be
oecessary for them to work extended overtime to receive, store,
ard mervice the records.
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3. This emevgency hag served as & useful tool in gebtting
mmm:ﬁﬂimﬁ:&ap@yl&mym@gwﬁfﬁm&rc&ﬁx%mnﬂn, We know
thet in one bullding more than 5 tous of papers were eliminated and
destroyed ot Healdguarters. Ue also Know that the Center received
approximately 1200 cu. ft. of records lsst week; this wes the
Iarvgest volume ever received in one week. These records should
have been destroyel or transferved to the Records Center somatime

280

L, As to the future, our ideas would e that all offices
should contimue thelir alertness on trensferring Vital Records
currenily. Alsc they should meke upe of their Reccrds Control
Schedules to reduce volume zo that in an emergency of this kind
the physicul work and genersl loglstics reguirements would not be
so extensive. It is most izmportent,of course, that sufficient
trucks and laborers be provided for any physical trangfer of records
and releted equipment sbove normel regiirements.
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1 - RMS File

The following "buck slip" note was adﬁed|

Hope the attached meets your requirement. One additional ides
is to encourage all offices to carry out a "juniot operation slert"

along the lines follewed by| OCR. We have participated
in these "alerts" twice with OCR and found them particularly help: .
— TGN
Mgt/8 /RS /] | (24 Feb 161)
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